1. How to Use This Booklet

What Is the Series About?

Related subjects instruction is an essential part of every
apprenticeship program. It is the program component
through which apprentices are taught the background
theory and range of application of associated technical
subjects such as mathematics, science and safety. Related
instruction usually takes place in a classroom, after the
regular work is over. Most frequently, related instruction is
taught by a skilled tradesperson or craftworker. For the
tradesperson or craftworker to be an effective trainer, he or
she must not only know their trade skill, but also must use
teaching skills appropriate for conveying that information
to apprentices. This series of materials is written to train
related subjects instructors in the critical teaching skills
necessaiy to perform their jobs effectively. The titles of the
booklets in the series are:

1.   Introduction to Related Subjects Instruction and
Inservice Training Materials

2.   Planning the Apprenticeship Program

3.   Planning Related Subjects Instruction

4.   Developing Instructional Materials for Apprentices

5.   Presenting Information to Apprentices

6.   Directing Learning Activities for Instruction

7.   Providing for Individual Learner Needs

8.   Controlling Instructional Settings

9.   Evahtating Apprentice Performance
10.  Communicating with Apprentices

The first booklet introduces the series, describes the
content of each booklet, and provides an overview of
apprenticeship and of adult learners. The second booklet
describes how to plan an apprenticeship program and may
be used by related instructors, sponsors or service agen-
cies. Each of the other eight booklets deals with a set of
training skills judged by a panel of experts on apprentice-
ship to be critical to working effectively as a related subjects
instructor.

What Is This Booklet About?

There are many skills that the related subjects instructor
must possess in order to teach apprentices effectively in
related subjects. These skills include: planning skills,
organizational skills, instructional skills, technical skills,
skills in developing instructional materials, skills in evaluat-

ing learner performance, and so on. Another important
teaching skill, indeed one of the most important, is inter-
personal relations, or interpersonal communication skills.
Effective communication between instructor and trainee is
critical to the trainee's performance in the related instruc-
tion area. This booklet provides Instruction in four skill
areas related to effective communication and interpersonal
skills. These are designed to assist you, the instructor, to:

1.   identify aspects of good interpersonal communica-
tion;

2.   develop attending and responding skills;

3.   develop personalizing and Initiating skills; and

4.   facilitate problem-solving skills of apprentices.

What Must I Do to Complete My Work
in This Booklet?

Working your way through this booklet will require you
to read the text, to answer the questions, to perform the
exercises, and to complete the pre- and post-assessment
instruments. Expect to spend about five hours working
through the materials. The only resoxirces you need to
complete your work in this booklet are: (1) a copy of the
booklet; (2) a pencil or pen; (3) about two hours of time;
and (4) recollection of past related instruction experiences,

The materials are written in a self-instructional, pro-
grammed format. You may work through the text, examples
and questions at your own pace and leisure; you need not
complete your work in the booklet at one sitting.

Each chapter in the booklet is devoted to a single skill.
The general format of the chapters Is similar, with the
following parts:

1.   An introduction describing the skill and the instruc-
tional objectives for that skill.

2,   What Is, when and why to use the skill.

3; Step-by-step directions for how to perform the skill.

4.  An example of how the skill is used in related
Instruction.

5.  A self-test exercise to apply the information about the
skill.

6.  Additional sources of information,

This booklet concludes with an appendix that contains
the answers to the self-test exercises from each chapter
and the posttest.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